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Abbeyfield The Dales Limited 

Policy & Procedure / Good Practice Guidelines  

Policy Ref: C011P  

Effective Date: October 2026 

Next Review Date: October 2029 
 

Discharge of Residents  (Temporary or Permanent) 

 

1. Background 

This policy has been developed to ensure a consistent approach to the discharge process for 

residents moving from an Abbeyfield care home. 

The purpose of this policy and procedure is to describe the processes involved in the temporary or 

permanent discharge of residents in order to best support the resident and avoid any potential 

problems. 

It outlines the roles of the staff involved in the process. 

 

2. Objectives 

• Residents are assured that should they leave the care home, either temporarily or permanently, 

their discharge will be managed sensitively and efficiently to ensure a smooth transition to their 

new accommodation; and 

• Residents transferring to hospital can be assured that all the required information will be 

provided to other relevant health care professionals to ensure continuity of their care. 

 

3. Scope 

All established staff, agency staff and volunteers working in the care home; regional staff; staff 

based at head office. 

This policy applies to Abbeyfield the Dales Limited and its corporate trustee responsibilities for 

registered providers Charles Edward Sugden Almhouses, and Frank Crossley’s Almshouses, also for 

the non-registered provider The Pawson Cottage Homes, and its subsidiary Abbeyfield Court 

Limited. 

 

4. Policy 

The needs and wishes of the resident will be at the centre of all decision making and we will involve 

and consult with the resident’s family and close friends unless the resident instructs otherwise. 

4.1. Permanent Discharge 

The Home Manager should develop a local procedure for the discharge of residents which 

includes: 

• Assisting the resident with the necessary arrangements for the resident to move. 

• Completing transfer documentation to include a summary of the resident’s needs, any 

medical conditions, their current medication, relevant contact details and the reason for 

their discharge; 
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• Informing the resident’s GP and other relevant health and social care professionals of the 

discharge; and 

• Recording all property, money and valuables and medication being discharged with the 

resident. 

A copy of all documentation relating to the discharge of the resident should be kept at the 

care home.  

Prior to discharge a senior staff member should confirm that: 

• Any necessary arrangements, including adaptations that may be required to the 

resident’s home, have been completed and that the resident’s new accommodation will 

be ready for the resident’s discharge date; 

• The GP and any family members who need to be informed are aware of discharge date 

and arrangements; 

• Sufficient medication and dressings if required have been ordered and will be available; 

and 

• The appropriate community services have agreed the discharge date and the care and 

support that the resident needs will be in place on the resident’s discharge. 

4.2. Temporary Transfer to Hospital 

The Home Manager should develop a local procedure for the temporary transfer of a resident 

to hospital. 

If a resident has to be transferred to hospital, the senior member of staff on duty should: 

• Inform the GP if not already aware; 

• Inform the resident’s nominated representative or relatives, if requested; 

• Complete a Care Plan Summary (from Person Centred Software) keeping a copy on file. 

Each resident’s care plan should include a Hospital Pack. This includes a recent 

photograph, a summary of the resident’s current capabilities, their medical conditions, 

next of kin contact details and any other information that may be relevant to the 

resident’s care or treatment; 

• Ensure a copy of the resident’s MAR chart (Printable from CareMeds System) is sent with 

the documentation; 

• Follow up admission with a phone call to ensure that hospital staff have all the 

information they require to care for the resident; and 

• Inform the applicable Remote Emergency Response Call Centre. 

If possible, the resident should be accompanied to hospital by a member of staff who can 

give information if required and can reassure the resident. The member of staff may remain 

with the resident until hospital staff decide whether the resident is to be admitted, or if not, 

may accompany the resident back to the Care Home. 

The senior member of staff on duty must make a decision as to whether it is possible for a 

member of staff to accompany the resident to hospital. This may not be possible if the 

absence of a member of staff would reduce the staffing levels in the Care Home and place 

remaining residents at risk. 
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If it is not possible for a member of staff to accompany a resident to hospital, the senior 

member of staff on duty should consult with relatives to see if they are able to accompany 

the resident where relatives have expressed a willingness to do so. 

If it is not possible for a member of staff to accompany the resident, it is essential that all the 

required information is given to those who will be responsible for the resident’s care. 

4.3. Temporary Absence from the Home 

Residents may choose to temporarily stay away from the care home and staff will respect the 

resident’s right to make such arrangements and will not divulge the resident’s’ plans or 

whereabouts without the resident’s express permission. 

The Home Manager should develop a local procedure for the temporary absence of residents 

which includes: 

• Ensuring the resident has an adequate supply of medication to cover the period of 

absence; 

• Recording all property, money, valuables and medication that the resident is taking with 

them’ 

• Ensuring that suitable arrangements have been made for the residents personal and 

health care and accommodation during the period of absence; 

• Liaising with the resident’s family or friends, GP and other relevant health and social care 

professionals, and assisting with arrangements if this is required by the resident; and 

• Completing temporary transfer documentation to include a summary of the resident’s 

needs, any medical conditions, their current medication, relevant contact details and the 

reason for their transfer and keeping a copy of any documentation that has been given 

to the resident. 

Maintaining contact with the resident during the period of absence and ensuring 

arrangements are in place for their safe return to the care home. 

 

5. Finance, Value for Money & Social Value 

N/A 

 

6. Supported Appendices 

N/A 

 

7. Linked Policies 

N/A 

 

8. Legislation/Regulation 

N/A 

 

9. Review 

Every 3 years, subject to any regulatory or legislative updates. 

 

10. Procedure/Guidance 
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N/A 

 


